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Announcements

After logging into thd_.oan Commitment Systerthe initial landing pagwill be the Announcements
page.

Announcements and Pipeline I:,\/ - =
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Creating a New Loan

To start a new loarClick or. Iconin the upperright corner.Then select Create New Loan.

- ~E8

Announcements and Pipeline

Minnesota Housing Loan Commitment System a

Announcements

Ne announcements

Pipeline Dashbeard

Pipeline Filters Grid Views

All Loans - @ Default Pipeline Vista - =

Q
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ClientBranch Selection
On the Client Selection screen, the following information must be entered:
Client/Branch
1 This will autepopulate with the name of the Lending Partner.
Channel
9 The drop down will display Minnesota Housing programs in which the Lgndin
Partner participates.
1 SelectRehabilitation/Emergency
OpsCenter
1 Will automatically be grayed out for you
Lender Loan Number
1 Is an optional field

To continue, use thBackand Next Buttons on the upper right.

u Q Bi MewLoan x Minnesota Housing Loan Commitment System '3

New Loan

] Mew Loan | Client Selection Minnesota Housing ﬂ:j
ﬂlient [ Branch Selection \

Client / Branch Channel

act Bank Wercinn 11260 waa -
€50 Dank Versio £adD [

Lender Loan Mumber

\_ J
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Borrower Information

Complete the Borrower Information screen then click next:
EIEEIEY = e -

Mew Loan
] MNew Loan | Borrower Information - Rehabilitation / Emergency and Accessibility & Back Next (=2
Borrawer Information Borrowsr Information
First Mame First Mame
Middie Mame Middle Mame
Last Mame Last Mame
Mame Suffix Mame Suffix
SsM SSM
Marital Status MMarital Status
Will Occupy Subiect Prop... Will Occupy Subject Prop. ..
Date of Birth Date of Birth
o] =
Phone Mumber Phone Mumber

Check this box if there are more than fwo borrowers. Add an application for additional borroveers using the Loan Management...

If using this system fo generate Morigage documents. click here fo enter additional inferested parties.
Household Information

Annual Household Income

Housshold Size MNumber of Minors Other Dependents
Dizabled Housshold ...

Complete the required fields on the screen:

Borrower First Name

Borrower Last Name

Borrower SSN

Marital Status

Will Occupy Subject Property

DOB

Phone Number

Household Income

Househdd size

Tip: When entering dates on the screen, use the tab on your keyboard to avoid using the mouse.

=8 =8 =8 =8 -8 -8 8 4 9
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Borrower Demographic Information
Complete theDemographic Information then click next.

All fields in this screen are requirédthnicity, Sex, and Race).

1 This screen requires scrolling up/down, as well as left/right to navigate.

9 If the cosigner box was selected on tBerrower Informationscreen, the next button
will take you to the Cosigner Page.

9 If there is no cosigner, thidext button will take you to theéProperty & Loan
Information screen.

n = ﬂ B New Loan Minnesota Housing Loan Commitment System -

New Loan
-] New Loan | Borrower Demographic Information # Back  Next ¥ e
Ethnicity: ({Check all that Apply) -
Other Hispanic or Lating. ..
Hispanic or Latino Mexican
Puerto Rican
Cuban

Other Hispanic or Lat...

Mot Higpanic or Lating

Race: Check one or more

Print name of enrolled o...

American Indian or Al

Other Asian - Print race
Lsian Asian Indian

Chingse
Filipino
Japanese
Korean
Vietnamese

Other Asian

Black or African Ameri...

Other Pacific Islander - ..

Mative Hawaiian ar Of. . Mative Hawaiian Guamanian or Chamorro
Samoan Ciher Pacific Islander
White
Sex
Female
Male
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Mortgagors
All Mortgagors must be entered in the Mortgagors section and include the relationship to each other.

For additionaMortgagorswho will be on the Mortgage but not on the Notselect theAre There Any
Additional Mortgagors Who Will Be On TitBut Not On The Note field.

Add the names of the additional mortgagors in théditional Mortgagorsfield.

Then click oNext.

@ Products and Pricing x

Client Selectio

Mortgagors
Borrawer Der
Interested Parties
Mortgagors
Borrowers Borowers sign the Mote, Mortgage, and all other lean documents
Praperty & Loa, Borrowers are oblig 3
Indicate all Borro
pairs & Furdds thers are more than tw
Praduct Blig
Praduct Select Additional
Mortgagors
Cosigners igners, check the box for Cosigners on the Borrower

Information =:
zllowed unde
manual

der the Borrower(s)’ data)
ograms. Consult the sppropriats p

ners are not
ogram

Enter all Merigagors and Relationship fo Each Other

Are There Any Additional Morigagers Whe Will Be On Tifle But Who Are M.

Additional Mortgagor Names [These names will appear on the Mortgage only)

Do not include Borrowers or Cosigners

First Mame Last Mamea
First Mame Last Mame
First Name Last Mame
First Mame Last Name

Cancel 4 Back l Next % l
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SubjectProperty Loan Information

Therequired fields in Subject Property Information are:
1 Property Street, City and Zip Code
1 County
1 State
The required fields under Loan Information are:
1 Lien Type
 Loan Amount

 Loan Term

Complete all applicable fields and selBleixt

Loan Amount * Term (Months) © o
Is This a Contract For Deed? ©  Contract for Deed Holder

Is The Property Subject To a Reverss Morgage?
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Repairs & Funds

In this section, enter the amount &epair Types and Cost Breakdowrhe total of these amounts
should equal the loan amount plus any supplemental funds

na B New Loan X Minnesota Housing Loan Commitment System F-3

New Loan
-] New Loan | Repairs & Funds 4 Back  Mext ® o]
Disclose Repairs Types & Cost Breakdown Disclose External Funding Supglementing the Subject Minnesota H
Indicste the cost for each applicable reoair ude t
sble
Accessibility

Borrower Contribufion

Air Condifioning

Clesing Costs
Gift

Demolition Costs
Grant

Doors
Insurance Proceeds

Electrical

Exterior Finishing
\Weatherization

Foundation
Other Supplemental Fu...

Garage
Other Minnesota Housi...

Heafing & Ventilation

Insulation
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nn E Mew Loan X Minnesota Housing Loan Commitment System -

New Loan
-] New Loan | Repairs & Funds )
Interior Finishing o
Landscaping
Lead Abatement

Mold Remediation

Plumbing

Radon Mitigation

Roofing

Siding

Site Preparation

Soft Costs

Structural Additions & A

Windows

Cther
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If you are layering the loan with additional funds, include the type and amouatpplemental Funding
in the second column.

Complete all applicable fields and selblext

nn B New Loan X Minnesota Housing Loan Commitment System F-3

New Loan
-] New Loan | Repairs & Funds € Back  MNext ¥ A
Disclose Repairs Types & Cost Breakdown Disclose External Funding Supplementing the Subject Minnesota H
Indicste the cost for gach applicabls repair Do not include the subje an proceeds) Indicste the smount for
each applicable source of funding
Accessibility

Borrower Contribufion

Air Condificning

Closing Costs
Gift

Demalition Costs
Grant

Doars
{Insurance Proceeds

Elecirical

Exterior Finishing
Weatherization

Foundation
Other Supplemental Fu...

Garage
Other Minnesota Housi...

Heafing & Ventilation

Insulation \ /

ELC_Lender_JobAid_RLP_ELP_System_Guide 120f30 10/11/2021



MINNESOTA HOUSINBEHAB AND EMERGENCY LOAN PROGRAMS SYSTEM GUIDE

Create a New Loan

SelectCreate a New Loan

nﬂ Bi Newloan % Minnesota Housing Loan Commitment System

New Loan

] MNew Loan | Creafe a New Loan v A

Create Mew Loan

Create Mew Loan

Once you selecCreate New Loanyouwill see the screen below while yoloanis being created.

©)

Creating Mew Loan

SelectProducts and Pricingh middle of screen to get into the pricing wizard.

nﬂ W 4000016394 X Minnesota Housing Loan Commitment System &

= CurrentLoan: Bugs Bunny | Registered | New I Y Y o=

Minnesota Housing Workflow (16) M Minnesota Housing Workflow | Loan Summary - Rehabilitation / Emergency and Accessibility v

Loan Summary - Rehabilitation...

Loan Information

Document Preparation - Rehabiltation / Eme.

WiLoan Amount
True & Cers
q . @ Products and Pricing 15,000.00
Products and Pricing Validation N

Lien Type
Borrow Rehabiltation / Emer
&x Subordinate o -
Borrower Demographic Information
cLv Forgiveness Term
Mortgagors
95.000% 180 months
Property & Loan Information - Rehabilitation
Repairs & Funds
] o] e
Fundng Details
Dates Is This a Contract For Deed? Contract for Deed Holder Is the Property Subject to a Reverse Mortgage?
Yes @ No Yes ® No
Final Document
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SelectLoan OfficerClickNextto revieweach screen, double check the information as youfgs.not
necessary to work through each screen. You may Misk and then selecProduct Eligibilityon the
Menu. However, it is highly encouraged that you review each screen to ensure accuracy.

@ Products and Pricing

Client Selection MN Hou...

Borrower Information - Rehabilitatio.

Borrower Demographic Information

Mortgagors

Property & Loan Information - Reha

Repairs & Funds

Product Eligibility

Product Selection

ELC_Lender_JobAid_RLP_ELP_System_Guide

Client/ Branch Selection

Client / Branch * *

Test Bank Version 1.1.2.55

Collapse All

Channel * © Op Center *

s | Rehabilitation / Emergency @ ~ &x

@ Officer * ©
[ etect

\ender Loan Number *

BlLah. Blah

Forgotten Password, Email

Loan Officer, 2nd Brand New
Loan Officer. 3rd Brand New (")
Loan Officer, Brand New

Loan Officer, Saturday

Password Testing, Change

Security, Lender Partner

Security, LendingPartnerAdmin
Smith, John

® Products and Pricing

Chent Selaction MN Housing

Borrower Information - Rehabilitatio. .

Bofrower Demographic Information

Mortgagors

Property & Loan Information - Reha,

Repairs & Funds

Product Eligibility

Product Selection
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In the ProductEligibility page the Mortgage Type, Term and Rate types will spdpulate Select120
daysunder the lock period then clidket Eligible Products.

@ Products and Pricing x
Client Selection MN Housing Collapse All
Borrower Information - Rehabiitatio...

Product Parameters
Borrower Demographic Information
Borrower Preference Target Price *
Mortgagors 9 Product Name Contains
Target Price - 100
Property & Loan Information - Reha.
Repairs & Funds
. . . —
Product Eligibility Mortgage Types Terms Rate Types Lock Periods
Conventional 5 Year w Fixed v 15
Product Selection
FHA 10 Year 30 [y
+ Portfolio 15 Year 45
USDA/Rural Housing Service 20 Year 60
VA 25 Year 90
30 Year 120
180

l Get Eligible Products l

If all information is entered accurately, a list of valid productsapifiear. Review the information for
accuracy. Then undéctions select theCheckmarkand click orNext.

@ Products and Pricing x

Client Selection MN Housing Collapse All

Borrower information - Rehabiltatio. Loan Details
Borrower Demographic Information

Product Parameters
Mortgagors

Products
Property & Loan Information - Reha

Repairs & Funds Y Fiter Products Resulis = =

Product Eligibility
juct Eligibility | Q Search grid data

e 12 Rate R | Price s P M PITI Loan Costs (D) Closing Costs ()
~  Product Eligibility: Valid

W Rehabilitation Lo 0.000% | $14,850.00 $14,850.00

Product Selection

»  Product Eligibility: Invalid 0
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If the validation fails, errors will be listed under thvalid Products Click thedown arrow under the
product you are using to view a list of the errofe. expand the list of errors, click tkE¢ located next
to the Actions column.
[ 5 ]

HY &

Filter Products Resulis

L]

Product Eligibility: Valid

Product Eligibility: Invalid

Accessibility Loan 3945%  $1500000 100000 $151.87 $151.87 $2500 514981355 ssooo000 S @
Energy Incentive Loan 3945%  $1500000 100000 $151.87 £151.87 22500 31428135 5000000 S @
Fix Up 3945%  $1500000 100000 $151.87 §151.87 2500 41488135 ssopoooo S @

In the Product Selectiorpage, select 120 days under theck Periodsection. Then sele®opulate

Products

® Products and Pricing
Chient Selection MN Housing

Borrower Information - Rehabilitatio.

x

Collapse All

Loan Details
Borrower Demographic Information < 7 . .
Mortgage Types Terms Rate Types Lock Periods
Mortgagors Conventional 5 Year v Fixed v 15
Property & Loan Information - Reha FHA 10 Year 30
v Portfolio v 15 Year 45
Repairs & Funds
USDA/Rural Housing Service 20 Year 60
Product Eligibil
T VA 25 Year 90
Product Selection 30 Year ‘U 120
180

Populate Products

Product Selection

1 loan detalls above and cick Populate Products.
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Select theProduct Nameby choosindgEmergencyAccessibilit.oan or Rehabilitatiorioan Click
Choose Producand then clickSave and Exit

@ Products and Pricing x
Ciient Selection MN Housing Collapse All
Borrower Information - Rehabiltatio. Loan Details
Borrower Demographic Information

Product Selection
Mortgagors
Property & Loan information - Reha Q | ses

Repairs & Funds

Product Eligibility

Emergency / Accessibility Loan

Froduct Selection Rehabilitation Loan

Once you have select&gave and Exityou will see two notifications appear.

Saving Loan

Loading data for loan: ‘4000016394

Returnto the Loan Summarypage The Loan has been savaubtification will appearon the lower right

corner of the screen.
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If it has been successfully saved, you will receive a notification on the lower right corner of your screen
statingLoan has been saveahd you will be returned to the Loan Summary Scre®ou will also see
the loannumber,name of the clientlocked on he top left hand side of your screelock date and Lock

expiration date will populate.

nn W 4000016394 X Minnesota Housing Loan Commitment System a
= CurrentLoan: Bugs Bunny | Registered | Locked P Sy o=
Minnesota Housing Workflow (17) M Minnesota Housing Workflow | Loan Summary - Rehabilitation / Emergency and Accessibility « Back ‘ Next » | ¥

Loan Summary - Rehabilitation... Loan information

Document Preparation - Rehabiltation / Eme

Loan Amount
True & Certiy
> @ Products and Pricing n 15,000.00
roduct ation
Lien Type
& Subordinate o -
cuv
Morigag
95.000%
Property & Loan Information - Rehabiltation
] ] ]
s
Funding Details Is This a Contract For Deed? Contract for Deed Holder Is the Property Subject {o a Reverse Morigage?
Yes @ No Yes ® No
Dates
Final Documents L Pre-Close Review Complete Improvements Validated
Document Tracking mm/da/yyyy B | | mm/ddlyyyy -] :
Uudsnake; Caadtions Loan Cancellation Reason
e Cancel Loan Solect.. = Re-lock Rehab Loan

‘Servicer Information

DEEL « < < 1l

= Current Loan: Bugs Bunny | Registered | Locked
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Pre-CloseLoanFile Uploal

Before completing the True and Certify process, you must upload and attach a copy of the closed loan
file into the system. Follow these steps below to attach the closed loan file.

1 Inthe upper right hand corner, select t@’ﬁ icon.

9 The Documents dialogumox will display.
i Select attach documents.

@« | =] n K 4000016394 X Minnesota Housing Loan Commitment System
= CurrentLoan: Bugs Bunny | Registered | Locked

Minnesota Housing Workflow (17) M Minnesota Housing Workflow | Loan Summary - Rehabiltation / Emergency and Accessibility

Loan Summary - Rehabilitation... Loan information

Document Preparation - Rehabiltation / Eme

Lien Type
Bon
F- Subordinate
B format [
cLv
Morigago
95.000%
Pro Ret
Repars & Fund
] ] ]
Is This a Contract For Deed? Contract for Deed Holder Is the Property Subject to a Reverse Mortgage?
es ® No Yes ® No
Dat
Final Documents ated
Document Tracking G =
Underwiiting Condtions Loan Cancellation Reason
o Cancel Loan Select - || RedockRehab Loan
Servicer Information i
= ‘Borrower Information v Borrower Information v
Favorites £ ‘ |
I | L

Drag and drop documents in thgrag & Drop Attachments Hergection or upload files by selecting the
Browse for Filescon.

UnderAttachment CategoryselectRehab PreClose Loan File® upload the Preclose documents for
review.
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If there are exceptions that need to be cleared, go through the upfsadessand select theCondition
Clearing Documentdption in the Attachment Category
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